Organizing solutions for the way you work and live today

professional organizers, llc
pathways to productivity..

Encore Epilogue

Get Organized... Get Noticed!

Dear Barbara,

January is just around the corner. It is also National "Get
Organized" Month. This is the prime time to make some shifts in
your organizational behaviors at work and home to lesson the
load all year through. Let's take a look at some common areas
we suggest need atftention each January.

Start early and make a difference in 2010

Encore Professional Come January 4, it's back to work and school. It will hardly feel

Organizers, LLC like you've had a break. This is the one month you don't want
tfo take a break, as you start off your new year. There are
some key processes we recommend you have in place

Lori Firsdon and Barb regarding paper management.

Warner

. . Immediately pull all 2009 receipts and other 2009 papers out of
Quick Links your desk and filing areas. The key is not allowing 2010 papers
Our Website to start accumulating with them. This prevents separation of

papers later in the year during the tax time rush.

In The Media
Testimonials If you don't have a functional filing system in place, remove the
About Us papers from your drawers, binders, desktop and place them in
- a box labeled 2009. Many people struggle with tax papers,
Contact Us because they are sorting through multiple years of paper.
Twitter

Here are some suggested folders you may want to create for
2010. General receipts, business receipts/expenses, charitable
commute. contributions, pay stubs, medical and prescription receipfs,
bank documents,

Learn while you

The key to avoiding the overwhelming pressure paperwork has
on your life at work and home, is to start now. Once a system is
in place, you can relax and trust your records will be easily
retrievable.

Our most requested
program. The Top 10 Check out our news and events section below to learn more



http://rs6.net/tn.jsp?et=1102888467725&s=1&e=0016DHYEqXwV-K-dPa-i28IhpcKRhzmHNwKREleL4rZ3ueAKJwe3d1W7qeZ0dxWoT_vCK-S2uHBmL1LM_8A2cU_IWHZuBHiqLUgpEDKTPr9KZhM3aTvUKO8Mw==
http://rs6.net/tn.jsp?et=1102888467725&s=1&e=0016DHYEqXwV-K-dPa-i28IhpcKRhzmHNwKREleL4rZ3ueAKJwe3d1W7qeZ0dxWoT_vCK-S2uHBmL1LM_8A2cU_IWHZuBHiqLUgpEDKTPr9KZhM3aTvUKO8Mw==
http://rs6.net/tn.jsp?et=1102888467725&s=1&e=0016DHYEqXwV-I5SOEaNJR8FL_KfSs3NuRzJz_Jg4gjzOYj7bJIT4Eg87f0jMZAPfS-k3XPaSeq71pNLNChHU3xsR2Nd0D9cgubQcdvpktofKqo6r4hp1XXaLeptUrwTOEU8Sshl86aNrU=
http://rs6.net/tn.jsp?et=1102888467725&s=1&e=0016DHYEqXwV-KnV_dpdVPf9ZIcGgo2xLjiscPu3FujwdxQkBalo9ROM7qG0Ah-J1XfaLAZElmPjLMXYqSah8zBpaxs9-ROXVkqU20LmmNYp2Ou_c3zyGaldM6pqluxwlDLya2SppT3Pi8=
http://rs6.net/tn.jsp?et=1102888467725&s=1&e=0016DHYEqXwV-INW3ErgcN3WPnuAA5jsEud-0oTsV77fNUZvaJy34p7b1FypZUF17DcjR-SFs3nwLNeMBmO5uIFyUvQ2x7D5kSFlJwSfVlg1MAmMBs_YBd1kkGkbjpkQF5OecFoBbhBRfw=
http://rs6.net/tn.jsp?et=1102888467725&s=1&e=0016DHYEqXwV-JcKYjSLxprLpc9buuNpi25xh6hYvxBXrqerrgsIcEKYE_cKjndvVLbOiHNuXzqj1C0I-r94Qqb8qTbqjhlq1ZZZcx9e9P8oP-f9B-l0U6eXSY1hA6xOhx7jm_vuq_I5-g=
http://rs6.net/tn.jsp?et=1102888467725&s=1&e=0016DHYEqXwV-L1w_m7mHivrPpoHCPB_PdbfUnYxIyHzjXl7rYJ5DAhG4T2Vri7Wx7yJl1MfT7ZuWUlpd-qKqlNaW0uj5QucIZI-YSNfcgNF7T_7KSMHKMJUQ==

Organizing Mistakes
People Make in the
Workplace.

Audio CD ONLY $15.

Order at
EncoreOrganizers.com

VISA and Mastercard
are accepted.

937-619-3181

GIFT CERTIFICATES
AVAILABLE

Ask for a clutter-free
gift this holiday
season. Encore sells
gift certificates. Let us
help you get in shape
for the new year at
your home or office.

encoreSPEAKS!

Your Audience. Our
Organizing Ideas. The
perfect match for your
next company eventl

Team Building
Sales Meetings
Retreats
Conferences
and more...

Click here to learn
more about our
speaking services.

[B& Farward to a Friend

about upcoming seminars which can help with your paper
management systems.

Read other helpful articles by visiting our website
articles page.

News and Upcoming Events

Get Organized 2010 - It's easier than you think! - January 9
FREE - The PUB at The Greene, Beavercreek

Join us from 5-6pm as we speak and answer questions to your
organizing questions. January is the prime time to adjust your
organizing behaviors for the new year. Don't miss this event.

REGISTER on Linked In by joining New Media Dayton group.

Border's Bookstore, Dayton Mall - January 16 FREE

Join us af Borders for this free 1 hour seminar, 2pm to learn key
filing techniques, organizing action papers and how to

handle those multiple tasks on your list. We will discuss our
signature 25th Hour Binder fool also. View our website for more
information.

Kettering Recreation Center - SPRING dates - Seminars

We are offering our More Life, Less Clutter and Paperwork
Seminars at the Kettering Recreation Center in Spring 2010.
Residents - $35, Non-Residents - $45. Click here to learn more
about registration.

Create your own seminar - NEW offering!

Do you have a group of 10 or more people who would be
interested in an organizing seminare If so, we are willing fo
create a custom seminar for you. Call us for more details. 937-
619-3181

Get started now in preparation for next year's paper load.
You'll be glad you did. Have a safe holiday season!

Sincerely,

Barb Warner and Lori Firsdon
Encore Professional Organizers, LLC



http://rs6.net/tn.jsp?et=1102888467725&s=1&e=0016DHYEqXwV-LWTkRn8l_-8JnaFy5FenlWNW20-G-zW2ssmXKHq1drcDaeCH1hC-tFQ-IhZV1-7Oai5fuE5LjYKdIDqX9klFSJDnAENLjKvb-yPYYo6Fx36Q==
http://rs6.net/tn.jsp?et=1102888467725&s=1&e=0016DHYEqXwV-K74fHob8TuytjTbuaYXpGrryCWnDGpBsCBXHWyNbgdQHRqqymToaj0ZVFjU8hKvbKlwRXHhCWhPiz_mW0_8W4jM8LKl5M4VyDr_T2GUZ1XFFFKGrHL_RBD9c8049cuqdY=
http://rs6.net/tn.jsp?et=1102888467725&s=1&e=0016DHYEqXwV-KxapTmQL7oqGzQEiKjQ1YM7jXsypiyvbVqGGqsTBYLr0tPV5_qoCkp-OkWSU0p_YR9oXvqMmM8Gnpe-EgwX8XgB4vWfb2sum8OKiwQRurCbPr2yKA9jYpQWD850VUPb0R_kW38oDvuJg==




